
Rater Tasks 

 
This section will concentrate on the tasks a Rater performs to review and complete a 

COER.  It will cover:   

 Logging in to the COER Application 

 Guest Registration 

 Time Supervised 

 Narrative COER  

 Detailed COER 

 View Officer Comments 

 Scores and Comments (only completed for a Detailed COER) 

 Preview 

 Summarize Performance (completed for a Narrative or Detailed COER) 

 Release to Officer 

 Print COER 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



COER Login 
 

1. From the Commissioned Corps Management Information Services (CCMIS) 

webpage, select Secure Area, then Officer, Liaison, and Leave Maintenance Clerk 

Activities. 

2. From the CCMIS Login, type in Login ID.  Press Tab. 

3. Type in Password 

4. Click Login. 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



Guest User Registration 
 

1. After an Officer or Rater assigns a guest user to review their COER an automated 

email message is sent to the Guest User from phscoers@hhs.gov.   

2. This guest account that will be created exists for only one COER cycle.   

3. Below is a sample email that the Guest User will receive.   

 

You must register as a guest user by following the instructions below: 

 

      o  Go to: https://dcp.psc.gov/GuestRegistration/GR_Welcome.aspx 

      o  Enter last name:  

      o  Enter guest ID:  

      o  Click "Submit" 

      o  Verify/correct your contact information (Especially email address!!) . 

      o  Click "Submit" 

      o  Create LOGIN ID minimum 6 characters 

      (letters and numbers only, no punctuation, must start with letter) . 

      o  Create password minimum 8 characters with 1 number 

      (letters and numbers only, no punctuation, must start with letter) . 

      o  Confirm password 

      o  Select and answer a secret question. 

      o  Enter SSN# wherever possible 

      OR 

      Enter Date of Birth and create a 4 digit PIN# . 

      o  Click "Submit" 

 

      After registering as a guest user, you will be directed to the 

      Commissioned Corps Management Information System (CCMIS) 

      Activities Login screen https://dcp.psc.gov/cclogin/CCMISLogin.aspx 

 

      o  Enter LOGIN ID (created above): 

      o  Enter password (created above): 

 

 

 

 

 

 

 

 

 

 

 

 

https://dcp.psc.gov/GuestRegistration/GR_Welcome.aspx
https://dcp.psc.gov/cclogin/CCMISLogin.aspx


Time Supervised for a Detailed COER 
 

 

1. From the Activity tree, under the Rater menu, select the officer that you have 

been chosen to rate.   

2. Select the folder Enter Time Supervised. 

3. Select the number of years and months that you have supervised the officer.  

If it is less than 1 year, select “0” for the number of years. 

4. Click “Save”.   

5. If it is less than 6 months the Rater has the option to do a Narrative or 

Detailed COER.   

6. In this example, the officer has been supervised for 1 year.  Click “Detailed” 

and click “Save”.   

 

 

 

Enter Time Supervised

 



Detailed COER

 
 

 

Time Supervised for Narrative COER 
 

1. From the Activity tree, under the Rater menu, choose the folder for the 

officer that you have been selected to rate. 

2. Click Enter Time Supervised. 

3. Review the Officer Comments. 

4. Select the number of years and months that you have supervised the officer.  

If it is less than 1 year, select “0” for the number of years. 

5. Click “Save”.   

6. If it is less than 6 months the Rater has the option to do a Narrative or 

Detailed COER.   

7. Click “Narrative” and click “Save”.   

 

 



Narrative COER

 
 

Narrative COER confirmed

 
 

 

 

 

 

 



View Officer Comments 

 
1. From the Activity tree under the Rater menu, select View Officer Comments. 

2. View the Description box, Goals box and Accomplishments box.   

 

View Officer Comments

 

 
 

Score and Comment for Detailed COER 

 
1. Select the folder “Score and Comment”.  There are 8 performance elements 

to score.  Score the officer in relation to the needs of the position as follows:   

1=Unsatisfactory range; 2-3= Adequate range; 4 to 5= Effective range; 6 to 

7= Exceptional Range.   

            2. Select “Proceed to next question” after you have scored an element.  

3. Select Save when you are done. 

4. Enter Rater Comments in the text box. Comments are required. The 

comments will describe the action(s) upon which you based your ratings.  



Explain the impact of the action and why it is important.  The text limit is 16 

lines.  Avoid the use of the % sign and bullets.  

5. Click “Save”.  

 

Scoring the 8 elements

 

 

 

 

 

 

 



Rater Comments

 

 

 

 

 

 

Preview  

 
1. From the Activity tree, select Preview Scores. 

2. Review the scores for the 8 elements and Rater Comments. 

3. If changes need to be made, return to the folder Score and Comment.  Click 

“Save” if changes are made to the scores or comments.   

 
 

 

 



Preview Scores

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Summarize Performance 

 
1. From the Activity tree, under the Rater menu, click Summarize Performance. 

2. Rate the Officer’s overall performance as Satisfactory, Marginal or 

Unsatisfactory.   

3. Enter the officer’s Strengths.  List the areas where the officer displays strong 

qualities and superior skills.  The text box limit is 3 lines.  Avoid using the % sign 

or bullets in the comments. 

4. Enter the officer’s Areas for Improvement.  List the areas needed for continued 

growth and development.  The text box limit is 3 lines. characters. Avoid using 

the % sign or bullets in the comments. 

5. Check the e-sign box in lieu of your signature. 

6. Click “Save” 

 

 

Summarize Performance

 

 

 

 

 



Assign the Reviewing Official (RO)  

 
As a Guest User 

 
1. From the Activity Tree, under the Rater menu, select Release to RO. 

2. Click Assign New Reviewing Official  

3. You will be asked if the RO is a Commissioned Corps Officer, Click “NO” if it is 

a Guest User.   

4. Enter the first three letters of the RO’s first name and the first three letters of the 

RO’s last name.  

5. Click Find.   

6. A message will appear that there is no one found by that name. 

7. Click Add New Guest.   

8. Enter the Reviewing Official information. 

9. Click Assign.   

 

As Commissioned Corps Officer 

1. From the Activity Tree, under the Rater menu, select Release to RO. 

2. Click Assign New Reviewing Official  

3. You will be asked if the RO is a Commissioned Corps Officer, Click “Yes” if it is 

an officer.   

4. Enter the first three letters of the RO’s first name and the first three letters of the 

RO’s last name.  

5. Click Find.   

6. Select the RO's name from the list.  Click on the "select" button on the left hand 

side. 

7. Verify their email address. 

8. Click Assign RO.   

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 



Below are screen shots of an RO Assignment for an officer. 

 

 
 

 

Select Yes if an officer

 
 



Enter Partial Name of RO

 

Select RO

 



Verify RO Email

 
 

RO Assignment

 
 



Confirmation of RO Assignment

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Release to Officer 
 

1. From the Activity Tree, select the folder Release to Officer.   

2. You will be asked if you want to make the COER available for the officer review 

and concurrence.  Select “YES” if you are ready to do so.   

3. A message will appear that an email has been sent to the officer for review and 

concurrence.   

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 



Print COER 

 
1.  From the Activity Tree, select Print COER 

2.  From the list of officers, choose the officer’s whose COER you would like to print. 

3.  Click on the “Select” button. 

4.  You will be able to page through all four pages of the document and print the  

     document.  If the document is not completed it will have the title "Draft" on the top of 

it.   

 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



Example of Printed Draft of COER 

 
 

 

 

 

 


